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Global Certificate in Productivity Coaching

Overcoming Procrastination

Action Planning
Concept: A step‑by‑step roadmap that translates goals into concrete tasks. Related terms: goal setting, task
breakdown, time blocking. Explanation: By defining what, when, and how each task will be completed,
action planning reduces ambiguity that fuels procrastination. Example: Turning “write report” into “outline
sections (9 am‑10 am), draft introduction (10 am‑11 am), edit (2 pm‑3 pm).”
Practical application: Coaches guide clients to create daily action plans during each session, linking tasks to
specific time slots. Challenge: Clients may over‑estimate capacity, leading to unrealistic plans that trigger
avoidance.

---

Accountability Partner
Concept: A peer or mentor who monitors progress and provides feedback. Related terms: Peer coaching,
social commitment, check‑in. Explanation: Knowing someone else will review your output creates external
pressure that counteracts internal delay mechanisms. Example: Two productivity students exchange weekly
status emails summarizing completed tasks. Practical application: Assign a partner to review a client’s
weekly action list and discuss obstacles. Challenge: Selecting a partner who is reliable and constructive;
mismatched expectations can cause friction.

---

Attention Residue
Concept: The lingering focus on a previous task that impairs performance on the next task. Related terms:
Task switching, cognitive load, mental clutter. Explanation: When a task is abandoned mid‑way, part of
attention remains attached, slowing re‑engagement with a new activity and encouraging procrastination.
Example: Leaving an email draft unfinished and then trying to start a presentation; recall of the email
hampers concentration. Practical application: Encourage single‑task blocks and full closure rituals before
transitioning. Challenge: In high‑interrupt environments, maintaining pure focus is difficult; requires
disciplined environment design.

---

Behavioural Activation
Concept: A therapeutic technique that prompts engagement in valued activities to break inertia. Related
terms: CBT, activation hierarchy, reinforcement. Explanation: By scheduling rewarding actions, individuals
experience positive feedback that reduces avoidance patterns. Example: Scheduling a 10‑minute walk
before tackling a report, using the walk as a cue. Practical application: Coaches develop activation schedules
aligned with client values, gradually increasing task difficulty. Challenge: Initial resistance to activity; clients
may perceive scheduled tasks as additional pressure.
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Boundary Management
Concept: Setting clear limits on work, communication, and personal time. Related terms: Work‑life
integration, timeboxing, digital hygiene. Explanation: Undefined boundaries invite distractions that feed
procrastination; clear limits protect focused work periods. Example: Turning off email notifications from
9 am‑12 pm to maintain deep work. Practical application: Help clients define “no‑interrupt” windows and
communicate them to stakeholders. Challenge: External expectations may conflict with personal boundaries;
requires negotiation skills.

---

Chunking
Concept: Breaking large tasks into smaller, manageable units. Related terms: Micro‑tasks, incremental
progress, task decomposition. Explanation: Smaller pieces lower perceived difficulty, making initiation easier
and reducing avoidance. Example: Dividing “prepare presentation” into “research topic,” “create slide
outline,” “design visuals.”
Practical application: Use a checklist to track completion of each chunk, celebrating each win. Challenge:
Over‑chunking can lead to excessive planning and loss of momentum.

---

Cognitive Distortions
Concept: Irrational thought patterns that skew perception of ability and outcomes. Related terms:
Catastrophizing, all‑or‑nothing thinking, self‑criticism. Explanation: Distortions amplify fear of failure,
prompting delay as a protective response. Example: Believing “If I’m not perfect, the whole project is
worthless.”
Practical application: Teach clients to identify and reframe distortions using evidence‑based questioning.
Challenge: Deep‑seated beliefs may resist quick correction; requires persistent practice.

---

Commitment Devices
Concept: Mechanisms that lock in future behavior to reduce temptation to procrastinate. Related terms:
Pre‑commitment, self‑binding, incentives. Explanation: By creating consequences for non‑completion,
individuals increase motivation to act. Example: Paying a friend $20 if a deadline is missed. Practical
application: Integrate financial or social stakes into client goal contracts. Challenge: Designing devices that
are credible yet not overly punitive.

---

Contingency Planning
Concept: Preparing alternative actions for potential obstacles. Related terms: Risk mitigation, fallback plan,
scenario analysis. Explanation: Anticipating barriers reduces anxiety about unknowns, which often fuels
avoidance. Example: If internet fails, have a offline drafting template ready. Practical application: During
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coaching sessions, map likely disruptions and define specific responses. Challenge: Over‑planning can
become another form of procrastination if it stalls execution.

---

Deep Work
Concept: Uninterrupted, cognitively demanding tasks performed at full concentration. Related terms: Flow
state, focus blocks, distraction‑free zone. Explanation: Deep work maximizes productivity, making task
completion rewarding and reducing the urge to postpone. Example: A 90‑minute block dedicated to coding
without email or phone alerts. Practical application: Coach clients to schedule daily deep‑work periods and
protect them rigorously. Challenge: External interruptions and internal restlessness may break
concentration; requires strong discipline.

---

Delay Discounting
Concept: The tendency to devalue rewards that are temporally distant. Related terms: Impulsivity, reward
valuation, temporal bias. Explanation: Immediate gratification (e.G., Scrolling social media) feels more
appealing than delayed task benefits, prompting procrastination. Example: Choosing a 5‑minute video over
starting a report due due tomorrow. Practical application: Use “future self” visualization to increase
perceived value of delayed outcomes. Challenge: Habitual impulsivity can override rational planning; needs
consistent reinforcement.

---

Energy Management
Concept: Aligning tasks with natural peaks and troughs in personal stamina. Related terms: Circadian
rhythm, bi‑phasic work, vitality cycles. Explanation: Tackling high‑cognitive tasks when energy is low leads to
avoidance; matching work to energy boosts efficiency. Example: Scheduling creative writing for
mid‑morning when alertness peaks. Practical application: Help clients track energy patterns and allocate
tasks accordingly. Challenge: Rigid schedules may conflict with external deadlines; flexibility is required.

---

Environment Design
Concept: Structuring physical and digital surroundings to support focus. Related terms: Ergonomics,
stimulus control, workspace optimization. Explanation: A cluttered or noisy environment creates cues for
distraction, increasing procrastination risk. Example: Removing non‑essential tabs from the browser before a
study session. Practical application: Conduct a workspace audit and implement minimalistic changes.
Challenge: Limited control over shared or public spaces; may need creative workarounds.

---

Goal Framing
Concept: Presenting objectives in a way that emphasizes positive outcomes. Related terms: Outcome
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orientation, gain‑loss framing, motivational language. Explanation: Positive framing enhances intrinsic
motivation, reducing the mental barrier that leads to postponement. Example: “Improve client satisfaction
scores” versus “Avoid low satisfaction scores.”
Practical application: Coach clients to rewrite goals using growth‑oriented language. Challenge:
Over‑optimistic framing can set unrealistic expectations; balance is key.

---

Habituation
Concept: The process by which repeated exposure to a stimulus reduces its impact. Related terms: Routine
formation, automaticity, stimulus desensitization. Explanation: Repeating productive behaviours until they
become habitual diminishes decision fatigue that fuels procrastination. Example: Making a habit of
reviewing the day’s top three tasks each morning. Practical application: Implement a 21‑day habit tracker
for a chosen productivity ritual. Challenge: Initial resistance; breaking old procrastination habits may be
uncomfortable.

---

Implementation Intentions
Concept: “If‑then” plans that link situational cues to specific actions. Related terms: If‑then planning, action
triggers, precommitment. Explanation: By pre‑defining responses to cues, the mental effort required to start
a task is lowered. Example: “If it is 9 am, then I will open the project document and begin writing.”
Practical application: Guide clients to craft precise implementation intentions for key tasks. Challenge: Vague
or unrealistic if‑then statements reduce effectiveness.

---

Intrinsic Motivation
Concept: Drive that originates from personal interest or satisfaction. Related terms: Autonomy, mastery,
purpose. Explanation: When tasks align with internal values, the urge to delay diminishes. Example:
Choosing to learn a new skill because it sparks curiosity, not for external reward. Practical application: Help
clients uncover underlying interests behind each goal. Challenge: Not all required tasks are intrinsically
motivating; may need to embed meaning.

---

Journaling
Concept: Recording thoughts, progress, and obstacles in a structured format. Related terms: Reflective
practice, self‑monitoring, logbook. Explanation: Writing down intentions clarifies priorities and provides
accountability, curbing procrastination. Example: End‑of‑day entry noting completed tasks and pending
items. Practical application: Introduce a daily “productivity journal” template for clients. Challenge:
Consistency can wane; requires habit reinforcement.

---
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Kanban Board
Concept: Visual workflow tool that displays tasks in columns (To‑Do, Doing, Done). Related terms: Agile,
workflow visualization, task tracking. Explanation: Visualizing work status creates transparency and
momentum, making it harder to hide procrastination. Example: A sticky‑note board with cards moving
across columns as tasks progress. Practical application: Set up a digital or physical Kanban system for each
client’s projects. Challenge: Over‑crowding the board can cause overwhelm; need to limit work‑in‑progress
limits.

---

Loss Aversion
Concept: The tendency to prefer avoiding losses over acquiring equivalent gains. Related terms: Prospect
theory, risk perception, fear of failure. Explanation: Anticipating negative outcomes from not acting can
motivate initiation, but excessive fear may cause paralysis. Example: Thinking “If I don’t start now, I’ll miss
the deadline” can prompt action. Practical application: Frame tasks in terms of avoided loss while balancing
anxiety. Challenge: Over‑emphasis on loss can increase stress and counterproductivity.

---

Mind Mapping
Concept: Diagrammatic representation of ideas radiating from a central concept. Related terms:
Brainstorming, visual thinking, concept mapping. Explanation: Organizing thoughts visually reduces mental
clutter, making it easier to start tasks. Example: Creating a mind map of all sections needed for a research
paper. Practical application: Teach clients to use mind maps for project planning. Challenge: May become an
endless planning activity if not transitioned to execution.

---

Motivational Interviewing
Concept: Collaborative conversation technique to elicit intrinsic motivation for change. Related terms:
Client‑centered therapy, change talk, reflective listening. Explanation: By exploring ambivalence, clients
clarify reasons for action, reducing procrastination. Example: Coach asks, “What would be different in your
life if you completed this project?”
Practical application: Incorporate MI questions into coaching sessions to surface commitment. Challenge:
Requires skilled questioning; novice coaches may default to advice‑giving.

---

Neuroplasticity
Concept: The brain’s ability to reorganize pathways based on experience. Related terms: Habit formation,
skill acquisition, brain remodeling. Explanation: Repeated productive behaviors strengthen neural circuits,
making future initiation easier. Example: Regularly practicing Pomodoro technique builds neural patterns for
focused bursts. Practical application: Emphasize incremental practice to reshape procrastination habits.
Challenge: Change is gradual; clients may expect rapid results.
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Outcome Visualization
Concept: Imagining the successful completion and benefits of a task. Related terms: Mental rehearsal, future
self, goal imagery. Explanation: Vividly picturing results increases emotional pull toward action, decreasing
delay. Example: Visualizing the pride of delivering a polished report to a client. Practical application: Guide
clients through a 2‑minute visualization before each work session. Challenge: May feel artificial for some;
needs personalization.

---

Pareto Principle
Concept: The 80/20 rule—roughly 80 % of results stem from 20 % of efforts. Related terms: Vital few,
high‑impact tasks, efficiency. Explanation: Identifying high‑leverage activities helps prioritize work, reducing
the temptation to linger on low‑value tasks. Example: Focusing on client acquisition rather than excessive
admin paperwork. Practical application: Conduct a task audit to isolate the vital few for each client.
Challenge: Misidentifying the critical tasks can lead to misplaced effort.

---

Perfectionism
Concept: The pursuit of flawlessness that often leads to avoidance. Related terms: Fear of failure,
over‑editing, analysis paralysis. Explanation: The belief that work must be perfect before starting creates
chronic delay. Example: Waiting for the “perfect” outline before drafting any content. Practical application:
Introduce “good enough” thresholds and iterative improvement cycles. Challenge: Deeply ingrained
perfectionist standards may resist loosening.

---

Pomodoro Technique
Concept: Time‑boxing method using 25‑minute work intervals followed by short breaks. Related terms:
Interval timing, focus sprints, break scheduling. Explanation: Structured intervals create urgency and reduce
the mental barrier to start. Example: Setting a timer for 25 minutes to write, then a 5‑minute stretch.
Practical application: Coach clients to adopt pomodoro cycles for tasks they tend to postpone. Challenge:
Interruptions during a pomodoro can cause frustration; requires environment control.

---

Pre‑commitment
Concept: Voluntarily restricting future choices to align with long‑term goals. Related terms: Commitment
devices, self‑binding, future orientation. Explanation: By limiting options later, individuals reduce the
freedom to procrastinate. Example: Booking a coworking space for the next morning to ensure a work
environment. Practical application: Help clients schedule resources in advance to lock in productive
contexts. Challenge: Over‑commitment can create stress if unforeseen events arise.
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Procrastination Cycle
Concept: The repeating pattern of avoidance, guilt, and temporary relief that reinforces delay. Related
terms: Avoidance loop, negative reinforcement, habit loop. Explanation: Each cycle strengthens the neural
pathways associated with procrastination, making it harder to break. Example: Delaying a task, feeling
anxious, then scrolling social media for relief, which reinforces the delay. Practical application: Map the
client’s cycle and intervene at trigger points with alternative actions. Challenge: Breaking the cycle requires
sustained effort and self‑awareness.

---

Psychological Safety
Concept: A climate where individuals feel safe to take risks without fear of judgment. Related terms: Trust,
supportive environment, error tolerance. Explanation: When fear of criticism is low, the anxiety that fuels
procrastination diminishes. Example: A team that encourages sharing unfinished drafts for feedback.
Practical application: Foster a coaching space where clients can discuss unfinished work openly. Challenge:
Organizational cultures may be inherently critical; requires systemic change.

---

Quantified Self
Concept: Using data tracking to monitor personal behaviors and outcomes. Related terms: Self‑analytics,
metrics, productivity dashboards. Explanation: Objective data highlights patterns of delay and provides
feedback loops that motivate change. Example: Logging time spent on tasks via a tracking app to reveal
hidden procrastination. Practical application: Introduce simple tracking tools and review metrics weekly.
Challenge: Data overload can become overwhelming; keep metrics focused.

---

Reflection-in‑Action
Concept: Real‑time self‑assessment while performing a task. Related terms: Metacognition, on‑the‑fly
adjustment, situational awareness. Explanation: Continuous monitoring allows immediate correction of
drifting focus, preventing procrastination from escalating. Example: Noticing loss of concentration
mid‑writing and pausing to refocus. Practical application: Teach clients to pause every 20 minutes for a
quick self‑check. Challenge: Requires discipline to interrupt flow without losing momentum.

---

Reward Substitution
Concept: Replacing delayed gratification with immediate, small rewards for task completion. Related terms:
Instant reinforcement, token economy, habit loop. Explanation: Immediate rewards satisfy the brain’s desire
for quick payoff, making initiation more appealing. Example: Allowing a 5‑minute video after completing a
30‑minute work block. Practical application: Design a reward schedule aligned with task milestones.
Challenge: Rewards must be proportionate; overly indulgent rewards can backfire.
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Self‑Efficacy
Concept: Belief in one’s capability to execute actions required for desired outcomes. Related terms:
Confidence, mastery belief, competence. Explanation: Higher self‑efficacy reduces fear of failure, a major
driver of procrastination. Example: A client who believes they can write a report quickly is more likely to start
it. Practical application: Set small success experiences to boost confidence gradually. Challenge: Past failures
may have eroded self‑efficacy; rebuilding takes time.

---

Self‑Regulation
Concept: The ability to manage thoughts, emotions, and behaviors toward goal attainment. Related terms:
Self‑control, executive function, impulse management. Explanation: Strong self‑regulation counters
impulsive distractions that lead to delay. Example: Choosing to resume work despite feeling bored. Practical
application: Teach mindfulness techniques to strengthen regulation muscles. Challenge: Fatigue and stress
diminish self‑regulation capacity; requires recovery strategies.

---

Self‑Talk
Concept: Internal dialogue that influences motivation and behavior. Related terms: Cognitive framing, inner
voice, affirmations. Explanation: Positive self‑talk can counteract negative thoughts that trigger
procrastination. Example: Replacing “I can’t start” with “I will begin with a small step.”
Practical application: Coach clients to develop a set of empowering statements for task initiation. Challenge:
Habitual negative self‑talk may be deeply entrenched; needs consistent practice.

---

SMART Goals
Concept: Goals that are Specific, Measurable, Achievable, Relevant, Time‑bound. Related terms: Goal
structuring, objective setting, performance criteria. Explanation: Clear criteria reduce ambiguity that often
leads to postponement. Example: “Complete chapter draft by Friday, 5 pm, 1,000 words.”
Practical application: Guide clients in converting vague aspirations into SMART statements. Challenge:
Over‑specifying can create rigidity; flexibility may be needed for complex projects.

---

Social Proof
Concept: The influence of observing others’ behavior on one’s own actions. Related terms: Modeling, peer
influence, normative behavior. Explanation: Seeing peers actively work reduces the perceived acceptability
of procrastination. Example: A coworker sharing a completed task list inspires others to start theirs. Practical
application: Encourage clients to join productivity groups or study circles. Challenge: If group norms include
procrastination, the effect reverses; careful selection is key.
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Stress Inoculation
Concept: Gradual exposure to stressors to build coping resilience. Related terms: Resilience training,
exposure therapy, tolerance building. Explanation: By handling small stressors, individuals become less likely
to avoid larger tasks due to fear. Example: Tackling a minor deadline first to build confidence for a major
project. Practical application: Structure a progression of increasingly challenging tasks. Challenge: Too rapid
escalation can overwhelm and increase avoidance.

---

Time Audit
Concept: Systematic tracking of how time is spent across activities. Related terms: Activity logging,
productivity analysis, time mapping. Explanation: Revealing hidden time sinks uncovers procrastination
triggers and informs better allocation. Example: Recording 2 hours of email scrolling that could be
reallocated to project work. Practical application: Have clients keep a detailed time log for one week and
review patterns. Challenge: Requires honesty; clients may underreport unproductive time.

---

Time Blocking
Concept: Allocating fixed calendar slots for specific tasks. Related terms: Calendar batching, scheduled
focus, timeboxing. Explanation: Pre‑assigned slots eliminate indecision about when to work, a common
procrastination driver. Example: 10 Am‑12 pm reserved for client proposals. Practical application: Coach
clients to color‑code blocks and treat them as non‑negotiable appointments. Challenge: Unexpected events
may intrude; need buffer slots.

---

Trigger Identification
Concept: Recognizing cues that initiate procrastination behavior. Related terms: Antecedent analysis, cue
mapping, habit loop. Explanation: By pinpointing triggers, individuals can intervene before the delay
cascade begins. Example: Noticing that opening a social media app signals the start of a procrastination
episode. Practical application: Create a trigger‑response chart for each client. Challenge: Triggers can be
subtle and multiple; requires attentive self‑observation.

---

Value Alignment
Concept: Ensuring tasks correspond with personal or organizational core values. Related terms:
Purpose‑driven work, mission congruence, meaningful activity. Explanation: Alignment creates intrinsic
motivation, making procrastination less appealing. Example: A sustainability consultant prioritizing projects
that reduce carbon footprints. Practical application: Conduct a values assessment and map tasks to those
values. Challenge: Some necessary tasks may not directly align, requiring reframing.
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Visualization Board
Concept: Physical or digital collage representing goals and desired outcomes. Related terms: Vision board,
goal imagery, inspiration collage. Explanation: Constant visual reminders keep objectives salient, reducing
the mental distance that fuels delay. Example: A board displaying images of a completed book, travel
destinations, and certificates. Practical application: Assist clients in designing a board that reflects their
productivity aspirations. Challenge: May become decorative without actionable linkage; needs integration
with planning.

---

Work‑In‑Progress (WIP) Limit
Concept: Restricting the number of tasks simultaneously active. Related terms: Kanban, multitasking
reduction, focus constraint. Explanation: Limiting WIP forces prioritization and prevents the diffusion of
effort that leads to procrastination. Example: Allowing only three tasks in the “Doing” column at any time.
Practical application: Help clients set and enforce a WIP cap for each project. Challenge: Adjusting to lower
WIP levels can feel restrictive initially.

---

Zero‑Based Scheduling
Concept: Planning each day from a blank slate, assigning every hour to a specific activity. Related terms:
Time budgeting, calendar mapping, intentional planning. Explanation: By allocating all time, idle periods
that invite procrastination are minimized. Example: 8 Am‑9 am exercise, 9 am‑11 am client work,
11 am‑11 30 am break, etc. Practical application: Walk clients through building a daily schedule that accounts
for all commitments. Challenge: Rigid schedules may reduce flexibility; requires periodic adjustments.

Read online: https://learnuni.com/glossaries/4847064/overcoming-
procrastination

LearnUNI · 26 Jul 2026


